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VOLUME 1, NUMBER 2 PRAIRIE VIEW A&M UNIVERSITY PRAIRIE VIEW, TEXAS 77445 NOVEMBER 1975 
CEPS NEWS 
Career Edueation & Placement Services 
A field-lab study tour of Caterpillar, Peoria, 
Illinois by Prairie View Students. 
competition for talent and excellence. 
One aspect in life to remember is that ac­
tion speaks much louder than words. Prairie 
View A&M University is equipped to enforce 
action. The Career Education and Placement 
Center is ready, willing, and able to assist 
all of our graduates and tentative graduates 
in putting their skills to work. Your future 
is as important to us — if not more import­
ant — as it is to you. 
Our efforts to "Produce Productive People" 
are effective and sincere. Let us help you, 
to help yourselves. Stop by the Career Edu­
cation and Placement Center soon and let us 
prove it. We think that if you want a career 
bad enough to stop by, you'll wind up get­
ting it. 
SPOTLIGHT ON INTERVIEWING SUCCESS THUS FAR 
CAREERS AVAILABLE FOR THE ASKING 
Some few years ago, many young college 
graduates were uncertain about the future 
that lay ahead for them. In those days, 
shortly before the student protest movements 
transformed this country from one seemingly 
more preoccupied with slogans than with sub­
stance, graduation from college for a black 
was a memorable event. As you graduated, you 
carried with you the hopes and unfulfilled 
dreams of generations. 
But times have changed. Fifteen years ago, 
opportunities for most black graduates were 
circumscribed by the times. The average gradu­
ate could look forward to a starting salary 
of about $5,000 and a career in teaching, the 
civil service, or the armed services. 
Today the picture has changed markedly for 
the black graduate. Today's graduate is most 
likely to represent his family's second gener­
ation to attend college or at least will have 
relatives or friends who have completed that 
level of schooling. Most important, oppor­
tunities have expanded and horizons have been 
elevated. Most all recruiters from all pro­
fessions now realize that they must first 
seek content rather than color lest they 
penalize their companies in the increasing 
LARRY D. BERRY, a Mechanical Engineering 
major, BRENDA McKNIGHT, a Civil Engineering 
major and BARRY WARD, a Mechanical Engineer­
ing major have been invited to visit Union 
Carbide Corporation to evaluate Engineering 
positions available and meet some of the peo­
ple. 
BRANDON MARSH, an Industrial Technology 
major, has received an offer from General 
Electric, the particulars of the offer are 
not known as yet. 
DEBRA SPENCER, a Business Administration 
major has been invited to visit two compan­
ies to further explore the possibility of 
employment. 
LIZ COLWELL, a Business Administration 
major has received an offer of employment 
from General Electric. 
CONGRATULATIONS go out to all of our stu­
dents who have been interviewing and meeting 
success. 
* This is just a partial list. If there 
are any other students who have received of­
fers or invitations contact the Placement 
Office. 
INTRODUCING YOURSELF 
Blacks who are graduating from college to­
day have many more opportunities than their 
brothers and sisters who graduated several 
years ago. Many companies are more willing 
to accept Blacks in white collar positions 
and in some cases have increased their ef­
forts to recruit Blacks for such positions. 
However, the current economic climate has 
adversely affected the hiring of recent 
college graduates. Therefore, you must be 
more assertive in your search for a job. 
Campus recruiters, the college placement 
bureau and direct contact with employers are 
the most common ways of finding a job. Re­
gardless of which method you decide to use, 
an essential tool in your job search is the 
resume. 
A resume is your introduction to prospec­
tive employers. It is designed to provide 
enough information about you so that the 
prospective employer will provide you with 
an invitation for a personal interview. 
If your resume does not create immediate 
interest, the employer will never give you 
the opportunity to make a personal visit. 
Remember, the resume is your personal ad­
vertisement and provides your prospective 
employer obtains about you. If this does not 
make an impression, you're eliminated from 
further consideration. 
Today, there are, in most cased, many ap­
plicants for the same position. The person 
responsible for hiring cannot possibly find 
the time to interview each and every appli­
cant. The few that are chosen will be on the 
basis of their resume. 
Although it is very time-consuming and re­
quires considerable effort on your part, di­
rect contact with employers is a very ef­
fective way of finding a job. In identifying 
job opportunities, your friends, the place­
ment director, or professors may be able to 
provide you with leads. If these contacts 
do not provide you with sufficient leads you 
should try to contact all possible companies 
who are of interest to you. To do this, you 
should visit your library or placement of­
fice and review business directories such as 
Standard and Poors Register of Corporations, 
Directors and Executives or Fortune's 500 
list. These will assist you in compiling a 
list of prospects. 
Once a list of prospects is developed write 
a letter to each one enclosing your resume. 
Address your letter to a specific person 
such as the Director of Marketing if you are 
seeking a job in marketing. If you are not 
sure to whom your letter should be addressed, 
write to the the Director College Placement. 
Avoid addressing your letter "To Whom It May 
Concern." 
Always use a covering letter when you mail 
your resume. Your letter should be typed and 
personally addressed to each company. The 
covering letter serves as an introduction 
card for your resume and should be kept 
short. Let your letter reflect your indivi­
duality, but avoid appearing overbearing or 
familiar. Also, in your letter ask for an 
interview at the employer's convenience. 
Although there are other types of resumes, 
the chronological is most frequently used 
and the one which will be discussed here. 
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TYPES OF LETTERS 
There are going to be many times when your 
ability to communicate through writing will 
be challenged. To avoid an embarrassing situ­
ation, take a look at the two cover letters 
below that have been prepared for your help. 
Study them, then try one on your own. 
The first letter is called a "Letter of 
Inquiry." This is the type letter you write 
when you are not sure if there is a position 
opened or not. 
The second letter is called a "Letter of 
Application". This is the type letter you 
write when you find a position in the big 
Job Vacancy Books in the Placement Office 
and want to apply for it. 
Letter of Inquiry 
23 Toulie Lane 
Prairie View, Texas 77445 
November 1, 1975 
Mr. James Poulter, Superintendent 
Anamosa Community School District 
South Garnaville Street 
Dallas, Texas 75201 
Dear Mr. Poulter: 
I am writing to inquire whether there is a 
teaching position in your district for which 
I might be considered. I will receive my 
Bachelor of Music degree from Prairie View 
A&M University of Texas in May, and will f>e 
interested in an instrumental music position 
beginning in the fall of 1976. 
My qualifications are summarized in the en­
closed resume. Iam currently doing my prac-
tice teaching in instrumental music at Hemp­
stead Elementary School in Hempstead, Texas. 
Although my practice teaching experience has 
been primarily in grades four through eight, 
I worked with small groups of high school 
students during practicum courses and di­
rected a high school band daily for six weeks 
as part of a conducting methods course. I 
would enjoy teaching instrumental music at 
any grade levels from fourth through twelfth. 
Because of my experience as a rank leader 
with the Prairie View A&M marching band, I 
feel qualified to work with marching organi­
zations as well as symphonic ones. 
My credentials, including references, are 
on file at the Educational Placement Office, 
Prairie View A&M University, Prairie View, 
Texas. If you anticipate vacancies in your 
instrumental music program, I would appre­
ciate being informed of them and receiving 
an appropriate application form. I would 
welcome an opportunity to come to Anamosa for 
an interview. Thank you for your considera­
tion. 
Sincerely yours, 
Letter of Application from Individual Vacancy Notice 
3919 Shamrock Drive 
Prairie View, Texas 77445 
November 1, 1975 
Dr. Carl Harris, Superintendent 
Moscow Unified School District 
410 East Third 
Denton, Texas 76202 
Dear Dr. Harris: 
I would like to apply for your school's posi­
tion in boys' physical education with assis­
tant coaching in football and basketball, 
beginning in the fall of 1976. I was inform-
ed of the vacancy by the Educational Place­
ment Office at Prairie View A&M University. 
My qualifications are summarized in the en­
closed resume. I completed my practice teach­
ing experience last semester in tenth grade 
health and physical education at Roosevelt 
High School in Dallas, Texas. I also assist­
ed the Roosevelt coaching staff with varsity 
ootball and sophomore basketball. 
As you may note, I have been active in var-
°us sports and recreation programs, both as 
a Part-icipant and as a supervisor. I believe 
at trough these activities I have acquir-
e a greater understanding of the delivery 
of sound physical education and recreation 
programs and of the value of such programs 
to youth. I am eager to assume coaching, as 
well as teaching, responsibilities. 
My credentials are being sent to you from 
the Educational Placement Office, Prairie 
View A&M University, Prairie View, Texas. 
I would be happy to arrange an interview 
with you at your convenience. If there are 
additional application procedures I should 
follow, please advise me. I will look for­
ward to hearing from you. 
Sincerely yours, 
SAMPLE RESUME 
BELOW you will see an example of an accept­
able resume. This is one of many that may be 
used when preparing your resume. BE SURE to 
make it as direct, but complete. REMEMBER, 
this represents you when you are not there. 
ROY L. WILLIAMS 
Personal Data School Address 
Born: 
June 22, 1955 218 Fuller Hall 
Temple, Texas Prairie View A&M University 
Prairie View, Texas 
Telephone: (713) 857-1234 
Permanent Address 
1975 Alta Vista 
Prairie View, Texas 77445 
Telephone: (817) 773-5678 
Educational Background 
Furr Jr.-Sr. High School 
Houston, Texas (1970-73) 
Prairie View A&M University 
Prairie View, Texas (1973-76) 
Will receive B.A. in May 1975, withmajors 
in Elementary Education and Special Educa­
tion, emphasis in Mental Retardation. 
Will be certified in Texas to teach Elemen 
tary Education or Special Education, gra­
des K-8. 
Related Work Experience 
Playground Director - Houston, Texas Sum­
mers — 1974, 1975 
Swimming Instructor - Houston, Texas Sum­
mer — 1973 
Volunteer Teacher's Aide - Nelson School 
for Exceptional Children Houston, Texas -
1973 
College Activities and Distinctions 
Dean's List, 3 Semesters 
Student NEA, Reporter 
Omega Psi Phi Fraternity, Dean of Pledges 
School Band 
Position Desired 
Teaching in an Elementary or Special Edu­
cation Program. 
Credentials on File 
Career Education and Placement Services 
P.O. Box 2746 
Prairie View A&M University 
Prairie View, Texas 77445 
Telephone: (713) 857-2123 or 857-4058 
JOB VACANCIES 
SPEECH AND DRAMA TEACHER (Combination) 
There is a position open in the WHARTON 
INDEPENDENT SCHOOL DISTRICT for a Speech and 
Drama Teacher. 
Must be able to teach Speech and Drama. A 
December graduate may apply for the job. 
This is a permanent job: 
Hours: 8:00 A.M.-4:00 P.M. 
Salary: $600 above base 
Interested parties should contact: 
Mr. Jack Thornton 




Marketing Department (4 openings) 
Requirements: Sales interest and/or back­
ground and education 
Degree not required 
Hours: 8:00 A.M.-5:00 P.M. 
Duties: Negotiating, working directly with 
business customers 
Salary: $700.00 monthly 
There will be a general aptitude test, se­
lective interview. 
Interested parties are urged to send their 
resumes to: 
Mr. Phillip Artis, recruiter 
Executive Department Room 101 
3100 Main Street 
Houston, Texas 77001 
Telephone: 713/521-7456 
CHEMIST 
BS in Chemistry 
Recent graduate - up to 2 years experience 
The job is a quality assurance supervisor. 
This is administrative work. 
Hours: 8:00 A.M.-4:30 P.M. 
Monday-Friday 
Salary: Open 






EDUCATION: Graduation from an accredited 
four year college or university 
with major course work in Socio­
logy, Social Science or a re­
lated field. 
EXPERIENCE: None required. 
SUBSTITUTION OF EXPERIENCE FOR EDUCATION: 
Work experience in a social 
services agency, preferably 
involving the development of 
youth employment programs, may 
be substituted for the required 
education on a one-for-one-
basis to a maximum of four 
years. 
